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OFFICE OF TRAINING REGULATION NO. 25-5 9 July 1954 

SUBJECT! PROCEDURES FOR DISPATCH OF TRAINING MATERIALS FCE USE 
OVERSEAS BY OTR PERSONNEL 


1. POLICY 

The following policies shall govern the dispatch of training 
materials for use hy OTR instructors scheduled for TDY assignments overseas! 

a 0 Training materials desired by individual instructors ahull 
bs kept to a minimum consonant with needs of the training program* 

b. All training materials for dispatch to the field wh^n be 
appropriately sterilized. 

c. No traini ng materials sh all be dispatched to the field without 
security approval I 


do Training materials, except as hereinafter noted, «han be 
returned to headquarters upon completion of the tra ining program. 

2 0 RESPONSIBILITIES 

a. individual Instructors are responsible for assembling, 
sterilizing, and requesting dispatch of training materials to the 
field. 


The Research and Development Branch, Plans and Research 
Staff (RDB/HiS/TR) is responsible for review and processing such 
training materials, and providing guidance on sterilization. 

3. PROCEDURES 


a. Instructors proceeding overseas on TDY assignments will* 

* 

(l) Assemble and sterilize training materials required for 
instructional purposes. These my include lectures, notes, films, 
publications, graphic aids, etc. 
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(2) Forward training materials with covering memorandum to 
RDB/fRSAR stating proposed use of the materials (e.g c , back gr o u nd 
information for instructor's use only, handout to be re tained by 
trainees, etc.). 

(3) Insure that training materials reach RDB/HtS/TR not later 
than five weeks prior to date of intended use in the field, 

(4) Bequest field station personnel to return training 
materials to 0TR through channels, 

b, HDB/fRS/TR will* 

(1) Provide guidance to instructors on sterilization of 
training materials. 

(2) Screen training materials for sensitivity and adequate 
sterilization, 

(3) Obtain security approval 


( 4 ) Beccmmend to the Director of Training release of training 
materials to the area branch for dispatch overseas. 

(5) Insure that training materials reach the area branch 
not later than four weeks prior to date of intended use in the 
field. 


25X1 


V MATTHEW MES5 

Director of Training 


25X1 
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OFFICE C5F TRAINING REGULATION N0 o 25*4 ■? 

SUBJECT* ESTABL ISHiEM* OF POLICY, PROGRAM, 'REr-im T 3iBI7, "r 
PROCEDURE- FOR TRAINING EVALUATIONS 


Th© primary purpose of the Training Pwluation Frogvna in to 
produce systematic, objective and complete reports eomjoxning tbs w>r'k 
accomplished by students and personality factors and e«^»t«noe ®vide»c-sd 
firing training „ 

2 » Saaaea&MIsx 

Training evaluations- -will he required as a sari of vll ins-irsc* 
tlon given by or paid for by the Central Intelligence Agency, whether 
grmp or tutorial, and Aether internal or mcteras! to the Ageaey 0 
Exceptions nay ba made in specific cases only by the Xlrcctor of Tralrlag, 
Instructors will provide svalmtione of tbs students in their tSl&amt in 
accordance with standards t© be established,, 

X ISEaiss^M 2£aM?s Sx92aa££fiB SfcR&ss 

To snmff® the ^evelopaant of a meaningful training. evsiusuion 
progran which (a) provides accurate Information in a manner most useful 
to consumers and (b) avoids n's interpretations which night jaroro .uantect** 
sarily prejudicial to th© student, the following program vill’bs. inflf'.liut-.! 

a. Principles end prcceduares will 'be formulated goreniisig 
training evaluations in all courses of -instruction.. 

b. Evaluation techniques and procedures specific to tte 
needs of each course will he developed* Within the 
possibilities offered by each course, this will inolwe 
the development and application of techniques for ob- 
servation and iraasuremni of significant personality 
characteristics and traits, 

c. A program to test individuals before entering a training 
course will be developed and operated to permit evulmtio^ 
of the student *s accompli ehment a in terms of his eapabi3.it las? 
attitudes and interests,., 


SHHHJrirX 
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d, Procedures to ©nets*® moat efficient saeiheds of reposing 
sttjdent achievements 9 behavior, and personality eharu. 
istica, including review of reports and disWteatton to 
eppropriat© individuals, will be prepared and put into 
effect <, 'flies® will includes 

Cl) Reporting of watte® or standard ©valuations, 

4 

(2) Identifying and reporting special problems and 

special talents while individuals aro la training, 

e« Special research projects will bo conducted to ensure 

jaaadsaj® usefulness of training evaluations to all eomwxwd.. 


a 0 Each Divicion and Drench of the Office of Training will bet 
responsible for carrying out those portions of the Training 
Evaluation Program which are related to its training fipertv* 
tions. This will include initiating contact with .the 
Assessment and Evaluation Staff when am courses are j lamed 
ot courses are changed so that plans for as 1 changes te tmte^ 
teg evaluations may be made 



The staff of instructors in each course has tbs responalb5J.it 
T'o®’ evaluating etodants and carrying out ms& special procodur 
(developed for a particular course.. The Aaseatsserat cad Evnlus. 


tiou Staff and the Instructional Staff® will cooperate in 
developing the specific procedures and techniques uses! te 
evaluation,, 


e« The Assessment and Sroluatloa Staff will ’be rrjsponei.b;l a for 4 

11.) Initiating the Training Svaluation Program of each 
course in accordance with prioritise established by 
the Director of Trainings 


{2; developing the Training Evaluation Program in 

cooperation with course instructor® through workshop* 
and, other means,, 

( 3 ) Insuring that the Programs is put into operation m$ 
that it centteua® to operate effectively „ 

(4.) Applying the remits of the Assessment and '.hralmtioa 
prawtz'aining testing program to the evaluation of the 
student, 

«»2® 

SJUUL£.£ 
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(5) Implementing scad coordimting research tb 
to the Training sfaluatl on Program 

5- I&gsg&gsgs 

a * T ? ? arT ? otjt the Training Evaluation Program, masher 
of the Assessment and evaluation staff will meet with 
corn's® instructors or ethers responsible for course fJz-n™ 
ning in conferences or workshops to develop awsltsatioc. 
procedures determined to be applicable to tfca oanra* to 
such areas as knowledge, skills, attitudes and personality 
charset eristic © „ 

b u Until joint conferences or workshops are hold, the 
Training Evaluation Report form will b® developed by 
corn's© instructor®, These reports will fog prepared* &?-, 
let'texwgise paper and will h® uniform with respect to' 
headings, minimum content, said adjactival rating eve t**a 
*osed 0 * 


e. 


Until those joint conferences or workehip® are held, th» 
in s t ms % or 3 will cortlixu© to eommsat upon personality' 
characteristics , but no methods for systematicallv t&'Hj w. 
m& reporting in this c.rsa will b® developed. 


at M IsstoSfea SaESda 

«o Standard Reports 


CO 


/a t 

v«?/ 


(3 ) 


(4) 


Training ^ Evaluation Reports will be filled out to 
*3 uadruplxoate and transmit tod to the Assessment s-s'td 
Evaluation Staff by the Chief Instructor, For 
students who withdraw from the course v the Train- 
Ing Evaluation Report form vlU be transmitted with 
fc notation of the reason for withdrawal, 

Tratoiag ©valuation Branch will review reports 
conformity with Office of Training policies, principles, 
for clarity, and for eoordimtinn'vith uricsr or ^ib- 
se<ju®at training evaluation, 

Jh separate aeawranda, the J^sesssxmt sad Svaluaiissi 
-■‘tsff um ad" infornattoa hssed on iitPcrnaticn In it? 
files, whaa ever epp®* oprl/aie* 

Thg Assessment and Evaluation Staff will distribute 
eop&es of the Training Evaluation Report, and whan 
appropriate , the raruaraada, ns follows; 

(a) To Major organisational cesaponontis of tbs A ganoy 

through Training Officers, or Training Unison Officers 


-5V. (SB* «r>» i£Sa 
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Cb) Tc Assistant (Personas!) t?sronsph 

appropriate officials including- the Mrwetor 
of Training,, 

(c) To the Office of Training. 

Special Report s 


IJach Chief Instructor will report to the Aaseasnent and 



of 

student vho Is :Ln danger of failing- or who shows signs 
aisiurbnnco., Special reports on Office' of 
draining staff nambars whose work Is on the average 
t.n^n will .be made in tiros to take any neoessa^/ 

corrective action,, Reports on students in danger ©f 
facing or who show signs of emotional disturbance V-©«i:’d 
te made as soon as those conditions are detected... 
on these students will Include a statement of what Km 
®a*c to the student about his pawgres®, 

'* Mitfe MsiSSMcn ^ Jmxtss fe Tralk :^ 

. &*struct©r« should inforn student# by returning vrw.tnw 

“«* “ d of to. nreewi, JjthP' 

f t!ra f® 18 or tta, oo«r«, Thi„ dL» „ot 

«*it>iest be shown the Training LV&luailon Report-, 

. ®* $&§: fi£ AastgsnigrEt aad 3w slnafd .«n Psycho l, 


iassil 

w instructors are encouraged to consult with the hom*ymi 

Xa;:i lB with paychologied problem in oaxtirt-.i 

tncxr ooorsav and in imtonrterkUiu a* dealing with stud*nie who erM •>••■«• 
oenavior that ta difficult to interpret or evaluate, " " ' 



I,').* !:il:-R •bft.itC 
®£xwfcer of IVainiiig 


bimmifICMs All orm Staff and lUrieim Chiefs 
All Chief Xaatrwctora, Gift 
All Training Officers 


25X1 


Wb»® 

3~E«-CUR~£»T 

<•«» -a»« <m» «c» 3a &£s 
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